


	
	Company Material (COMAT) Policy
Owner /Department: IBU-KWT, SSC
                     



	Brief
	SMSA processes, routes, and handles shipments contains internal company materials.

	Purpose
	SMSA is facilitating internal company communications.

	Responsibilities
	Service Center Executives is responsible to ensure that COMAT contains only SMSA business internal communications. 

They should transfer them through the company network and treated as a priority shipment.

	Guidelines
	COMAT is an abbreviation for (Company Material)
     
1. COMAT is any non-document and document shipment owned by SMSA and transported between SMSA offices, hubs, stations, and Service Centers.     
COMAT must not be used to send personal letters or possessions even when the shipment is indirectly occasioned by the performance of business duties.
SMSA business correspondences are the only material that may send in envelopes without documentation.
Business correspondences, which are too large for a COMAT envelope must be routed using non-revenue account, number on the appropriate AWB. (authorized person should sign on the AWB )
International COMAT shipments must comply with all legal requirements and commodity restrictions for each country involved (see the SRG) 
     
Procedure
     
Service Center Executive should do the following:
Verify that COMAT is company related material: ensure that only company related correspondences or/and items are enclosed. 
Place materials in standard COMAT envelope, envelope, and/or box and attach COMAT label.
Write the appropriate information on the COMAT label:
Destination city, department, recipient’s name, and routing code. 
1. Origin city, department, recipient’s name, and routing code.     
For non-revenue COMAT, verify the signature of the authorized person.
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